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	Job Title
	Community Housing Assistant
	Directorate
	Place

	
	
	
	

	Post Number
	
	Division
	Housing & Communities 

	
	
	
	

	Grade
	
	Salary
	
	Section
	Community Housing

	
	
	
	
	
	

	Criteria (Essential)
	Assessment By

	
	
	Application
	Interview
	Test

	
	
	√
	√
	√

	Experience

	
	
	
	

	Be able to demonstrate having worked in a customer service environment and given good service.
	
	x
	x
	

	Be able to demonstrate being a good team player but also capable of working on your own initiative.
	
	x
	x
	

	Be able to demonstrate planning and prioritising work to meet competing deadlines.
	
	x
	x
	

	Be able to demonstrate the ability to work quickly and accurately and respond positively to periods of peak workload.
	
	x
	x
	

	Be able to demonstrate a knowledge of accepted good practice in service delivery within the social housing sector. 
	
	
	x
	

	
	
	
	
	

	Qualifications / Training
	
	
	
	

	Educated to five GCSE (grade C or above) standard including English, Mathematics and ICT
	
	x
	x
	

	Willingness to undertake on-going personal development
	
	x
	x
	

	
	
	
	
	

	Practical Skills
	
	
	
	

	Good communication and interpersonal skills.
	
	
	x
	

	To be computer literate and competent in using office information & communication systems.
	
	x
	x
	

	Be able to understand and apply written policies and procedures.
	
	
	x
	

	Be able to write letters and produce information in plain accurate English to communicate effectively to a wide variety of audiences
	
	
	x
	

	Be able to prepare and present reports. 
	
	x
	x
	

	To understand the political nature of working in a Council and have political awareness
	
	x
	x
	

	
	
	
	
	

	Personal Qualities and Attributes
	
	
	x
	

	A knowledge of equality and diversity issues
	
	
	x
	

	Knowledge of data protection and confidentiality requirements
	
	
	x
	

	Commitment to the continuous improvement of services 
	
	
	x
	

	Knowledge of good practice in the social housing environment
	
	x
	x
	

	Commitment to a quality service and customer satisfaction
	
	
	x
	

	Commitment to anti-discriminatory and anti-oppressive practice
	
	
	x
	

	Resilience, and the ability to support customers in difficult and challenging circumstances
	
	
	x
	

	An understanding of the political nature of working in a local authority 
	
	
	x
	

	Receptive to new ideas and ways of working, and willing to challenge existing practices and propose practical alternative solutions

	
	
	x
	

	Flexible and prepared to work outside normal office hours according to the needs of the service 
	
	
	x
	

	
	
	
	
	

	
	
	
	
	

	

	Prepared By
	Matthew Cartwright

	Date
	01/07/22
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